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Cross — Reference — Cross references are used in MS Word to

reference another part within a document. It provides automatic

links, making it easier to navigate the document and can be
automatically updated if any changes are made. Cross Reference
(AT THIH) hT ITTRT MS Word W Ush SEATAS o Wiaw ferEt 3= T
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Tables Group

Tables — Tables are used to present text and numerical data by

arranging them through rows and columns. SHC 3N mﬁﬁm g
ﬁﬁww%mﬁmﬁmmmm&ammm
T feRaT SATaT 2
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The number of column rows can be even, odd composnte prime as per our

convenience. And the length and width of the row and column of the table
can be increased with the help of a ruler. aﬂmaﬁaﬁt#@nm faum, HT,
AT FART GIAUT ATAR A & Hehel 2| am%ﬁamaﬁmt{a
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In MS Word, a cell can be a cell in a table, which is formed by
t the joining / cutting of rows and columns. Ey E HiAH & o= Ut /
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Draw Table
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Insert Table — In this, we can create a direct table by the number of

columns and rows. w&gwwaﬁﬁmﬁmmm
m %l Insert Table
e

Table size

B ; Number of columns:
Cy De ld ,‘ 7‘ 9 Cﬂlu.\m‘hﬁ -—-—-> 5 Number of rows:

J AutoFit behavior
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(® Fixed column width: |Auto
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() AutoFit to contents
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[ ] Remember dimensions for new tables
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Draw Table — By clicking on it, the cursor converts to pencil. And we
/

ourselves can make a table according to the length and width. 38 WX
TR A ﬁaﬁég‘rm@q\wmmmﬁ
TS UTSTS o (&lTe | 2ot 1 Hehel &

Convert Text to Table- To convert the typed text into a table
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Excel Spreadsheet-\By opening MS-Excel in MS-Word, working for

some time and closing it, that table will remain in MS-Word, to make
some changes in it, by double left-clicking on that table, it will become
active again. Waéﬁw qaﬁaaﬁu#aﬂ%:wm%%qm
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Resnze a table -| To increase the size of the table in M.S. Word, after

selecting the table, a box appears on the bottom right side, by clicking
and dragging on it, the size of the table can be reduced. M.S. Word q
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Llftmg the table- To move the table from one place to another, the |

table can be moved from one place to another by clicking on a box on
the top left side of the table. T ht Uk A & E;FI;{ YT YT 33T
T 3 o 2t 3 SR Y W AT 3R U e W freTeh ek 2t
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Table

When we select a table, some options related to it are displayed —

T TW 13 <aC i Feiae ShLd § A1 308 A f-ud %o AT ghia
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Table Design
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Table Design is used to color the table, to take the already existing

table format, to make the border of the table thick and thin and to
give color to the border of the table. Table U Shel &hid o [0, Uge |
witore Zaret WiiE o1 % T, Zaret 3 AT Y HieT gaelt o 3 e
2Tt oh ATST ahl howl 24 oh o1 Table Design @hT I fhaT ATaT 2
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Table Style Options
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@- THUAE-TE 2010 (MS-Word 2010) ¥ 29 13RUZ & & fo10
(TR | © ehi9-AT faereq a8t 22
|. Hopgw&Tab - Create Table DP Constable 28/11/2023 Shift I

O Crea™~ab -:= Insert Table

ISEIT Tab - Table Button

4. H{Mab - Insert Table
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Q4 . Which option allows you to create a table in MS-VWard 3637

"M DP Constable 03/12/2023 Shift 1

2. Table Layout

3. Table Creation

4. Table Design
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Q431. THUA T 365 (MS Word 365) STaIHE H ATicTehT JAT @ {t10
Wﬁ_{{ Insert tab) “mmgu (Table group) ﬁﬁ'ﬂfﬂf@?ﬂﬂﬁﬁﬂ'
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1. Styles DP Constable 2020

2. Paragraph

3. Font
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